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Executive Summary

We performed a business process audit covering procurement, reconciliation, and
personnel/payroll administration within the Department of Management and Budget
(DMB). The audit included review of procurement cards, FOCUS marketplace cards,
purchase orders, non-purchase orders, open-ended purchase order payments, monthly
reconciliations, and verifying compliance with Personnel/Payroll Administration Policies
and Procedures (PPAPP). The areas covered in PPAPP included time/attendance
system and controls, attendance/absence reporting, employee clearance record
processing, credit check requirements for positions of trust, and procedures for
completing criminal background investigations for employment in sensitive positions.

We found that the department had effective procedures and internal controls in place for
the handling of purchasing functions, and transactions had adequate evidence of
compliance with county policy. Reconciliations were independently performed, and the
department was in compliance with personnel/payroll administration polices and
procedures. There were no reportable findings or observations.

Scope and Objectives

This audit was performed as part of our fiscal year 2018 Annual Audit Plan and was
conducted in accordance with Generally Accepted Government Auditing Standards
(GAGAS). Those standards require that we plan and perform the audit to obtain
sufficient, appropriate evidence to provide a reasonable basis for our findings and
conclusions based on our audit objectives. We believe that the evidence obtained
provides a reasonable basis for our findings and conclusions based on our audit
objectives. Our audit objectives were to review the Department of Management and
Budget compliance with county policies and procedures for purchasing processes,
personnel/payroll administration, and financial reconciliation. We performed audit tests
to determine internal controls were working as intended and transactions were
reasonable and did not appear to be fraudulent.

The audit population included procurement card, FOCUS marketplace, purchase order,
open-ended purchase order, and non-purchase order transactions that occurred during
the period of June 2016 through May 2017. For that period, the department’s purchases
were $24,246 for procurement cards, $4,525 for FOCUS marketplace, $7,342 for
purchase orders, and $19,416 for non-purchase order payments.

Methodology

Audit methodology included a review of the department’s business process procedures
with analysis of related internal controls. Our audit approach included an examination
of expenditures, records and statements; interviews of appropriate employees; and a
review of internal manuals and procedures. We evaluated the processes for
compliance with county policies and procedures. Information was extracted from the
FOCUS and PaymentNet systems for sampling and verification to source
documentation during the audit.
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